WRITE WITH TACT
'If language is not correct then what is said is not what is meant; if what is said is not what is
meant what ought to be done remains undone'.
CONFUCIUS
No wonder what ought to be done* in organisations Remains undone' because 'what is said is
not what is meant'.
Writing is used to inform, instruct, influence, and even inspire people to do something or stop
them from doing a thing.
Such an important activity does not get
the talent, attention, care (concern
for the reader )and time it deserves in most organisations.
In organisations usually what is labelled as 'urgent' is done and the important work is neglected
till, of course, it becomes urgent and gets labelled as 'urgent'. With the result you find yourself
writing (or dictating) at top speed.
At the same time,you enjoy afalse sense of pride ofbeing prompt, efficient, and punctual, while
in reality you waste the time of the reader who is puzzled at whatyou have written. In the process
you waste your time because you are required to write again to explain the meaning of what
you have written.
Remedy: WRITE WTTHTA.CT. talent, attention, care and time.
To act with attention, care, and in time, is a matter of choice.
What about talent?
Talent is often latent.
It becomes actual with application of mind and systematic practice.
This booklet gives you an approach to actualise the latent talent.